B R D e T I T

FEN RS

APPLICATION FOR RECORDS RETENTION SCHEDULE DESARIMENT OF ARCHIVES AN STaRY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Pubhmhon No. 76—-8M-1 for instructions on completing this form. Forward signéd original to
Department of Archives and H:stnry,_ Records Management Dw:slon 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attentlon Scheduling Section. -

cope B s

The Division of Adminlstratlon provides staff support to the Department in the areas
of general accounting, audits and fiscal procedures, equipment control, purchasing,
inventory and warehouse control, general files, records management, Department Budget
and Air Transportation service.. '

~FOR AGENCY USE 1. Agency Address B FOR RECORDS MANAGEMENT USE
Apptication Date - " Department of Transportatlon ' Application Number
General Support Services | /6 -
Apgplication Nﬁmhar ztgaptt‘)lczquar:e_ 30334 ' ' Date Recaived Date Compisted
anta orgia
| ? & , AUG 26 1978 SEP <8 1376
2. Parson to Contact "Working Title ' ' Telephoria Number |
John T. Ki&chens ' Surplus Property Officer 656-5251
3. Action Requested : -
a. () Estabusn Retention Schedule; record will continue to accumulate
b. 0O Dispose of present accumulation; no further accumulation antu:npated
P Amend Application No. 245 _ Chack One:- 1 Change; {J Supercede: [ Void
4, Datus of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest .
1918 [ Present Property Deed File N
6. Division and Office Function What is the function of the Dwusnon and the thce in Wthh thrs record series is created?

7. Record Series Description Thus flle contains the fo!lowmg documents (mclude farm numbers and titles, if anyl
S Arttach samples of the file.

Documents relating to: ‘mAintdining ¥ redord of departmental bwneréhlp of bulld-lngs

and/or property.

Included are: %roPerty ‘Qeeds, plats, yesolutions of the Commissioner, title
insurance forms and related correspondence. This file includes
"all deeds except right-of-way deeds.
File is arranged: Alph_abetically by county.
8. Monthly Reference Rate - How often are records referred to which are: T ;“_‘*
One to six months old _...__.._......_.1 Seven to twelve monthsold _____1 _; Thirteen to twenty-four monthsold _ L ______;
twen'tv five months and older .~ __ : - S

3. Annual Rate of Accumulation of Records ' o ' I
sLetter-size drawers ... _; Legai-size drawers _____,ng,.__; Shelves —— . Other {specify)

L-AR~30-71, Rev, 78
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N ; . e e So— e o oo e e enirtn i s e m s |

flle at en& of each caiendar year;*'hold id current vfiles area ry years-‘then destroy.
: e o ;;le:::, h\_Ln 1 T Hv“ df‘mtrp B - o ' :

Upon sale of real propérﬁy, transfer fblder to- inactlve flle. Cut off 1nact1ve'

vEs | NO | 10. Quastiganaire _ {Placs an “X’"in the proper column) . -
a. ls this the officiai copy of the series? 7
X 1f not, whare isit? . — - . e ]
% b Does the saries contain ccnfrdential information requiring secuntv handhng? If yes, cite law or reguiation,
- . e _;-.;,,‘.‘.“....__.,,_.,_,. et )
X _ Is thssawtal record?—" - - _“__‘ et B ' _ e
X | d Does this series have htstonca! or lonA term r-‘:eérch valus? S VU A o
8. When one or two documents in the file maka it necessary ta keep the entire file for a long penod could these
E __documents be scheduled separately? -~ I - ]
1 f 15 M&MW&MMLLMM copy.. . |
x| 8l the information contained in this series ever analyzad and/or recorded in a summarized report?
If ves, attach coov, : e . N
X h Is there a duplication of this series in your office, or in another off:ce or agency?
"1 yes. whers? __Secretary of State ' , o . ]
X {1} this secies for @ major gortion of Lu;regulaﬂy_nus:mfﬂm&dm-___m_ N S S
X _Does the record sg_gu\sullrmmnu'mmmull__u e i e U S SO PUL SRRt S S
11 Rmmion qumran'ents E - The m!'aw»ng requwe, the S es to b@ "Epf ’ S
‘a. $tatt Law T See b810W ,ﬂyears.. R d %‘mrt tg& od e L .mf:.,,,_‘_..-f__;y_e_a._'s:'
- b. Statute of Iz:'nt:mon Jp— -h--jfua\-e-’!’? B Acdminisio H‘* read e e e e VOB
¢ Federal Iaw R _.__._HW..,‘_‘.._ syaars. . R F--e::?mc? retaative .ﬂ!‘tfut,t!.é.‘f:i e e YRS,
Attach copy or excert of !aws ar regula tlons Expfam admzmstratwa need . _ _ _
Georgla Code ann. Chapter 91- 4A reGulres long—term retentlon to prove
State ownershlp. AR : R R . ‘
12. Approvad Dupo'«:t:or: !ﬂ-a‘iﬁ;t;;;? - "i"ns :sge—"?gr ;er:-c;:'r{artls; ti“at tha'f:ié serL.s be c.lt off at th-‘; an"i nf eac? T Tr—-f.—'-‘.}:q_& R
T D Calendar Year; O F:scal Yeax ﬂ Othnr _H,_See bel,ow j.‘{' _;._,f *_then,
-0 Hold in :he currsnt ﬂles arza S Un!."n{s‘i il ys_ar{a.j then [y
O Transfer to loca! hélding drea) hoid.,mm-n ad vﬁar(s} then =~ - - s L
O Trensfer to S 3t Racords Cﬂn rer; hs!d i i ?‘ear(s} then . » 3
-0 Destrov. S S : ‘ S
e T ansf=r*0 Stat&A ives for perrnnent rerantlon B S .

g

These instructions apply to all prior and future accumulations of the series,
Agency Héaﬁlﬂesignear {Signature) '7 Date - Records Manauemew Oﬁmer (.Siggg_rgre}
27;4/7(. fé , //?%

T e s + {

graph 12 ara apsroved. g Stgte Au%prma;;g nize’ _ _ Ry ¥t |
(If disapproved, attach letter 79 ” AR ) A
of explanation.) | Secretar

(R P

A
Attorney GenwalfDes'gr' g2 ,/ .

--n-r ——-a-v— -n.ny» a b . e
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